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The Oath of Office and the Constitution 
Oath 


I, [name], do solemnly swear (or affirm) that I will support and defend the Constitution of the 
United States against all enemies, foreign and domestic; that I will bear true faith and allegiance 
to the same; that I take this obligation freely, without any mental reservation or purpose of 
evasion; and that I will well and faithfully discharge the duties of the office on which I am about 
to enter. So help me God. 


5 U.S.C. §3331 


 


As Federal civil servants, we take an oath of office by which we swear to support and 
defend the Constitution of the United States of America. The Constitution not only 
establishes our system of government, it actually defines the work role for Federal 
employees - "to establish Justice, insure domestic tranquility, provide for the common 
defense, promote the general welfare, and secure the blessings of liberty." 


The history of the Oath for Federal employees can be traced to the Constitution, where 
Article II includes the specific oath the President takes - to "preserve, protect, and 
defend the Constitution of the United States." Article VI requires an oath by all other 
government officials from all three branches, the military, and the States. It simply states 
that they "shall be bound by oath of affirmation to support the Constitution." The very 
first law passed by the very first Congress implemented Article VI by setting out this 
simple oath in law: "I do solemnly swear or affirm (as the case may be) that I will 
support the Constitution of the United States." 


The wording we use today as Executive Branch employees is now set out in chapter 33 
of title 5, United States Code. The wording dates to the Civil War and what was called 
the Ironclad Test Oath. Starting in 1862, Congress required a two-part oath. The first 
part, referred to as a "background check," affirmed that you were not supporting and 
had not supported the Confederacy. The second part addressed future performance, 
that is, what you would swear to do in the future. It established a clear, publicly sworn 
accountability. In 1873, Congress dropped the first part of the Ironclad Test Oath, and in 
1884 adopted the wording we use today. 
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Returning To the Private Sector After Your SBA Service 
or 


Seeking Employment While Still Employed 
 
When you leave SBA and return to the private sector, you should know how the Federal ethics laws affect you, both 
while you are looking for a job and after you leave the Federal Government.1  This handout is designed to alert you 
generally about the restrictions of law that apply in those situations.  For more complete and specific guidance and 
advice, you should consult with your Center Counsel who serves as our Ethics Official.   
 


                     
1     If you seek employment with another Federal agency or department and accept such a position, the rules discussed in this 


memo generally do not apply.   


Phase I – Looking For A Job While 
Still Employed At SBA. 
 
 Under a criminal law on conflicts of interest 
(18 U.S.C. § 208), you cannot work in your 
Government job on a particular matter that would 
affect the financial interest of an entity (or person) 
with which you are discussing possible employment. 
The Standards of Ethical Conduct for Executive 
Branch Employees (5 C.F.R. part 2635, subpart F) 
contain a similar rule that applies even before 
discussions begin, and may apply even when you 
have just sent out a resume.  Thus it would be 
inappropriate to discuss employment with a loan 
applicant or borrower at any time during the verifying, 
loan processing or closing of a loan.  If an applicant 
or borrower approaches you about a potential job 
offer, you should diplomatically and clearly inform 
them that it is a violation of governing ethic 
regulations to have such a discussion 
. 
 You can seek other employment while still 
an SBA employee; you just can't work on a matter in 
which that potential employer has an interest.  Under 
part 2635, subpart F, "seeking employment" is a 
broad concept, and can include simply mailing a 
resume even though no discussions have occurred.  
If you think you have a potential conflict of interest 
because of seeking employment, you must recuse 
yourself from the matter causing the conflict of 
interest.  After you accept a job outside the 
Government but before you leave, you must continue 
to refrain from working on particular matters in your 
Government job that would affect the financial interest 
of your new employer. 
 
 You must also be careful not to misuse 
Government resources (such as official time, the 
services of other employees, office equipment and 
supplies, and non-public information) in connection 
with your job search.  Limited personal use of office 
equipment, etc., is permitted in accordance with 
Agency guidelines, and generally is restricted to 
breaks, lunch periods, and before or after work hours. 


 Examples of exceeding limited personal use include 
asking other employees to help you on duty time, 
making large numbers of copies, spending extensive 
time on the internet, extensive use of the telephone, 
etc. 
 
 While you are still looking for employment, 
you will want to familiarize yourself with the 
restrictions discussed below that will apply to your 
future employment activities, as they may affect the 
focus of your job search. 
 
 Finally, remember that you must satisfy “in 
good faith” all of your “just financial obligations” 
before leaving SBA.   
 
Phase II – Restrictions On Your 
Employment After Government 
Service 
 
The following brief overview highlights the limitations 
on your activities after you leave the Federal 
Government.  The Center Counsel is available to 
provide more specific advice on these "post-
employment" restrictions, both before and after you 
terminate your Government service. 


A. 18 U.S.C. § 207 (post employment 
restrictions). 


 Regardless of grade, as a former non-senior 
executive branch employee, you are permanently 
barred from representational contacts with the entire 
executive branch and all Federal courts with regard to 
a particular matter (such as a contract, loan, grant or 
lawsuit) if you worked on that matter while a 
Government employee.  If you merely supervised 
others who worked on the matter during your last 
year of service, you are restricted from making 
representational contacts for only two years. 


 There are a few limited exceptions to some 
of these restrictions, which may include 
representations on behalf of state or local 







governments, universities, hospitals or medical 
research organizations, international organizations, or 
expert opinion testimony given under oath.  For more 
information, consult with the Center Counsel.   
 
 18 U.S.C. § 203 (relating to conflicts of 
interest) 
 
 If, while you were employed with the 
Government, a private sector firm represented clients 
before the executive branch or any court where the 
United States was a party or had a direct and 
substantial interest, you are prohibited from sharing in 
the profits earned by the firm for those matters.  This 
often is an issue with attorneys and other 
professionals who, after Government service, return 
to private practice with firms they were previously 
associated with. 
 
 SBA's post employment restrictions See 
below for the definition of "SBA Assistance"2  
 
 13 C.F.R. § 105.202 provides that a 
recipient of "SBA Assistance" may not have a former 
employee as its employee, partner, agent, attorney or 
other representative for a period of two years from the 
date it was granted such assistance, if the former 
SBA employee occupied a position involving 
discretion over, or exercised discretion with respect to 
the granting or administering of that assistance.  
Failure of a recipient to comply with these provisions 
may result in the termination of the existing SBA 
Assistance or a demand for repayment of SBA 
financial assistance.  For example, you could not 
represent a client as a loan packager if the client had 
already received a loan form SBA in which you were 
the approving loan officer.  Also, you would not be 
able to be the construction contractor for the 
repair/replacement of real and/or business property 
on which you verified or signed as the reviewer for 
the repair/replacement cost of damage to said 
property.   
 
 13 C.F.R. § 105.203 provides that, without 
the prior approval of the SBA Standards of Conduct 
Counselor (also known as the Designated Agency 
Ethics Official), SBA will not provide "SBA 
Assistance" to any person who has as an employee, 
owner, partner, attorney, agent, owner of stock, 
                     
2  SBA Assistance means financial, contractual, grant, 


managerial or other aid, including size determinations, 
section 8(a) participation, licensing, certification and 
other eligibility determinations.  The term also includes 
an express decision to compromise or defer possible 
litigation or other adverse action.  13 C.F.R. § 
105.201(e). However, the Ethics Official has ruled that 
"SBA Assistance" does not include the award of 
competitive contracts. 


 


officer, director, creditor or debtor, any individual who, 
within one year prior to the request for such SBA 
Assistance was an SBA employee.  If you anticipate 
any of these relationships, consult with Center 
Counsel immediately for more information about this 
regulation.  
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U.S. Small Business Administration 
Office of Disaster Assistance 


FACT SHEET 


TRAVEL AND CREDIT CARDS 
 


 
Travel Vouchers and Direct Pay 


• Travel vouchers must be filed weekly.  Do not hold them and file several at one time. 
 


• Direct pay is a system in which certain types of travel expenses on your travel voucher 
are automatically paid directly against the balance on your Government travel card, 
rather than being reimbursed to you. 


 
• Direct pay is required.  You must direct the cost of your lodging, car, plane fare, and 


ATM withdrawals, as appropriate.  You also need to ensure that all other expenses, such 
as restaurants, which were charged to the card, are included in the direct pay. 


 
ATM Withdrawals 


• The ATM withdrawal provides immediately-needed cash at the beginning of your travel.  
It is not to be used as a continuous source of funds while in travel status. 


 
• ATM advances on the JP MorganChase credit cards are limited to the amount on the 


travel authorization (TA). 
 


• The total amount allowed for ATM withdrawals is listed on the TA’s.  That amount is not 
changed on extensions of travel.  You are allowed no additional withdrawals 


 
Rental Vehicles 


• Damage to vehicles rented by a traveler is the responsibility of the renter if it occurs 
while using the vehicle for personal purposes – e.g., week-end side trips.  This does not 
apply to use of the vehicle for normal activities which are considered part of official travel 
– e.g., driving to restaurants, the office, dry cleaners, and similar places. 


 
 
JPMorganChase Travel Card 


• Your bill is due and payable upon receipt and must be paid in full each month. 
 


• The cut off for the billing cycle is the 16th of the month.  Payments must be mailed in 
sufficient time so as to be posted by the 10th of the next month.  If not received and 
posted by the 10th, then it is deemed past due and delinquent. 


 
• Delinquencies, excessive ATM withdrawals, and/or other misuse of the government’s  


JPMorganChase Travel Card can and will result in conduct action. 
 
 
 








The Employee Personal Page (EPP) allows employees serviced by the National Finance Center (NFC) to 
view their payroll, leave, health and life insurance, Wage and Tax Statement, and other personal information. 
EPP also allows employees (whose Agency participates) to use Employee Self Service (ESS), a self-service 
feature, to request updates to specific payroll information. Employees can access EPP from any computer at 
https://www.nfc.usda.gov/personal.


This Quick Reference Guide provides instructions for new and current employees on the EPP user 
identification (ID) and password process. 


EPP User ID/Password
Quick Reference Guide


Are you a new employee accessing the Employee Personal Page (EPP) for the first time?


If you received a “Welcome to EPP” email at your 
Agency work email address with a temporary 
password and instructions for accessing EPP, then 
your Agency has already established you in EPP.


If you did not receive a “Welcome to EPP” email at 
your Agency work email address, but do have a valid 
work email address (i.e., john.doe@usda.gov), then 
you need to complete the signup process in EPP. 


If you did not receive a “Welcome to EPP” email at your Agency work email address and you do not have 
a valid work email address (i.e., john.doe@usda.gov), please contact your Agency Servicing Personnel 
Office (SPO) to request assistance with logging into EPP.


Log in using the steps below.


1.  Access EPP at  
https://www.nfc.usda.gov/personal.


2. Click the New User Signup link located under 
the login fields. 


3. Enter your SSN and date of birth (DOB).


4. Establish an EPP work email address Note: The 
EPP work email address should be a valid work 
email address on file for your Agency. 


Enter the EPP work email address .


5. Click Continue. You will receive a message that 
your temporary password was emailed to you. 
Note: The temporary password email will be 
sent to your EPP work email address. Follow the 
instructions provided in the email.


Log in using the steps below. 


1. Access EPP at  
https://www.nfc.usda.gov/personal.


2. Enter your Social Security number (SSN) and 
temporary password. You will be prompted to 
enter a new user ID and password.


Optional Step: 
At this point you can establish an EPP work 
email address and two additional alternate 
email addresses. Note: The EPP work email 
address should be a valid work email address 
on file for your Agency. 


Enter the EPP work email address and the 
alternate email addresses in the Additional 
1 E-mail and Additional 2 E-mail fields 
respectively. Note: The alternate email 
addresses may be your personal email 
account addresses.


3. Answer the six security questions provided. 
Your entered information is displayed.


4. Review your security questions responses  
and click Continue. You are now logged into 
your EPP.







Forgot Your User ID?


To have your user ID made available to you 
online, real time within the EPP application, 
follow the steps below.


To have your user ID sent to your EPP/Agency 
work email address, follow the steps below. 


1. Access EPP at 
https://www.nfc.usda.gov/personal.


2. Click Forgot Your User ID?, located under the  
log in fields.


3. Click Request User ID Online. 


4. Enter your first name, last name, and DOB and click 
Continue.


5. Correctly answer two security questions, and click 
Continue. Your user ID will be displayed online.


1. Access EPP at  
https://www.nfc.usda.gov/personal.


2. Click Forgot Your User ID?, located under the 
log in fields.


3. Click Request User ID by E-mail. 
4. Enter your first name, last name, and DOB and click 


E-mail User ID. 
5. Choose an email address from your established 


email addresses within EPP to have the user ID 
emailed to that address. 


6. Click Submit. You will receive a message stating 
that your user ID was emailed to you. Follow the 
instructions provided in the email.


Forgot Your Password?


1. Access EPP at https://www.nfc.usda.gov/personal.
2. Click the Forgot Your Password? link located under the log in fields. 
3. Click Request Password by E-mail. 
4. Enter your EPP user ID and DOB and click Continue.
5. Correctly answer two security questions and click Continue. 
6. Select one of the email addresses you have established in EPP to send the temporary password to or click  


Add/Change EPP Work E-mail. 
7. If you cannot answer your security questions correctly, select one of the emails you have established.
8. Click Continue. You will receive a message that your temporary password was emailed to you. 


Did Not Receive Your Temporary Password?


To have your temporary password sent to your EPP/Agency work email address, follow the steps below.


If you have an EPP user ID and completed the security questions to request a temporary password but never 
received the temporary password, follow the steps below. 


1. Access EPP at https://www.nfc.usda.gov/personal.


2. Click the Forgot Your Password link located below 
the log in fields.


3. Click Request Password by E-mail. 


4. Enter your EPP user ID and DOB and click Continue.


“You requested a password by e-mail within the last  
7 days. It normally arrives by the next business day. 
Are you sure you want to request another password?


5.     Click No to cancel this request if you do not want  
    to proceed.


              or 


6.     Click Yes to send me another password to proceed. 


7.     Correctly answer two security questions. 


8.     Click Continue.


    Select your EPP Work E-mail Address or Add/Change 
    EPP Work E-mail address and click Continue. You will 
    receive a message that your temporary password was 
    emailed to you. 
    Note: If you still do not receive the temporary password, 
    you should contact your SPO to resolve the issue.








   


U.S. Small Business Administration 
Office of Disaster Assistance 


 
 


 


  Computer Rules of Behavior   
  


1. Computer Use – Unless otherwise stated in SBA policy, agency-owned or leased computers, software, 
and telecommunications systems are to be used for work-related purposes only.  SOP 90-47, Automated 
Information Systems Security Program, has additional information on limited personal use of agency 
Information Technology (IT) resources. 


 
2. ID’s and Passwords – User ID’s are assigned to individuals and should not be shared with other persons 


or groups.  You must maintain the secrecy of your password.  If you suspect your password has been 
compromised, you must change it immediately.  You are responsible for changing your password every 90 
days. 


 
3. Accountability – You are accountable for all actions associated with the use of your assigned User ID 


and may be held liable for unauthorized actions found to be intentional, malicious, or negligent. 
 


4. Unauthorized Access –You are prohibited from accessing or attempting to access systems or information 
for which you are not authorized.  You are prohibited from changing access controls to allow yourself or 
others to perform actions outside your authorized privileges.  You may not imitate another system, 
impersonate another user, misuse another user’s credentials (user ID, password, smart card, etc.), or 
intentionally cause some network component to function incorrectly.  You may not read, store, or transfer 
information for which you are not authorized. 


 
5. Denial of Service Actions –You are not allowed to initiate actions that limit or prevent other users or 


systems from performing authorized functions, including communications deliberately generating 
excessive traffic. 


 
6. Data or Software Modification or Destruction –Unless otherwise authorized, you are not allowed to 


intentionally modify or delete system software, data or programs.  This excludes personal data. 
 


7. Malicious Software –You are prohibited from installing or using malicious software such as computer 
viruses. 


 
8. Use of e-mail and Internet access – E-mail of an unknown or unexpected origin could contain a virus.  If 


in doubt, do not open such e-mail.  Contact your local Information Technology (IT) Specialist for further 
action.  Downloading information from the Internet should be done with care. 


 
9. System and Workstation Security – You are not permitted to circumvent system permissions.  You are 


not permitted to install new software on your machine.   If new software is required, please contact your 
local IT Specialist (or the SBA Helpdesk). 


 
10. Remote Access – SBA reserves the right to limit remote access to ensure appropriate security to 


computer resources. 
 


11. Unauthorized Use of Government Resources – Unauthorized use of SBA systems and computer 
resources for non-work-related activities, or any abuse of access capabilities, may result in disciplinary 
action. 


 
12. Reporting Security Violations – Any suspected security violations, breaches, viruses, or other security 


related incidents must be reported to the local IT Manager immediately. 
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Sound information and financial planning are critical  
to achieving financial success. To help you obtain financial 
security, your Employee Assistance Program (EAP) offers 
the Financial Services program. Designed to provide you 
with what you need to reach your financial goals, the 
EAP’s Financial Services program offers objective, targeted 
information on a wide range of topics.


Our financial consultants will help you identify  
your needs and explore your options on a  
variety of topics, including:


– Deciding whether to buy or lease your next car


– Selecting which credit card to pay off first


– Family budgeting


– College budgeting


– Buying a home


– Setting your financial goals


– Debt consolidation


– Savings and investment strategies


–  Determining how much you will need  
to save to retire comfortably


– Finding a financial planner in your community


The Financial Services program is a free benefit  
offered to you by your agency. To learn more, simply  
call your EAP toll-free number at 1-800-222-0364 
(1-888-262-7848 TTY). Or, visit our website at  
www.FOH4You.com where you will find information 
and resources on a wide variety of topics.


Who can use the Financial Services program?
This service is available to you, your household 
members, and dependents.


Is there a charge for these services?
No. This is a benefit offered at no charge to you by your 
agency. However, if you are referred to a resource 
outside of the Financial Services program, there may  
be charges for which you are responsible.


When can I call for financial advice?
Our financial consultants are available during 
regular business hours. However, you can call 
the EAP toll-free number anytime, day or 
night, and an EAP representative will assist 
you with arranging a consultation.


How often can I call?
You can call as many times as you need  
until your questions are answered and  
your problems are resolved.


What kind of information will I receive?
The program offers practical financial 
information and financial planning tools.  
If your issue involves debt management,  
you will be referred to a credit counseling 
service. The Financial Services program  
does not arrange for loans or direct  
payment of loans.


Will the representative recommend 
specific programs or financial products?
No. You will be given information that will 
help you evaluate your options and make 
sound financial and consumer decisions. 
However, the responsibility for making  
those decisions lies solely with you.


For more information call 1-800-222-0364  
(1-888-262-7848 TTY), or visit our  
website at www.FOH4You.com.
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Occasionally, you may face a legal 
situation or have a question on a 
legal issue that you’d like to discuss 
with an attorney. Your Employee 
Assistance Program (EAP), offered 
by Federal Occupational Health 
(FOH), is here to help. We provide 
consultation and referral services  
for a wide range of legal services.


You can easily access this legal 
service by calling 1-800-222-0364 
(1-888-262-7848 TTY). Or visit our 
website at www.FOH4You.com  
where you will find information 
and resources on a variety of topics.


The EAP’s Legal Service  
can help with:


–  Healthcare power of attorney


– Living wills


– Housing and real estate matters


– Estate planning


–  Family law, divorce, child custody,  
child support


–  Car accidents and related matters


– Identity theft


– Consumer concerns


– Criminal matters


– Small claims court cases


– Traffic violations


Who can use the  
Legal Services program?
This service is offered as a benefit 
to you, your household members, 
and dependents.


Is there a charge for  
legal consultation?
The consultation is offered at  
no charge. If it is determined  
that you need additional services 
from an attorney beyond the initial  
free consultation, the continued 
services will be offered at discounted 
rates. It is recommended that you 
get a written statement for the cost 
of an offered consultation or other 
services in advance.


Is the service confidential?
Yes. All communications regarding 
legal concerns are confidential, 
except when disclosure is  
required by law.


Are there any restrictions?
Yes. The Legal Services program 
does not provide advice on  
issues regarding the EAP,  
its employees, other providers  
or attorneys associated  
with the program, or matters 
relating to your job. The Legal 
Services program does not  
provide advice on any matter  
that is frivolous, harassing,  
or otherwise a violation of  
ethical rules. 


Also, legal referrals provided are not endorsements  
or recommendations for selecting and employing  
any specific attorney or law firm. That responsibility  
lies solely with you.


For more information call 1-800-222-0364  
(1-888-262-7848 TTY), or visit our website  
at www.FOH4You.com.








 
 
 


E M P L O Y E E  A S S I S T A N C E  P R O G R A M  
 
Personal and family problems can diminish employee productivity. With the help of your Employee 
Assistance Program (EAP), provided by Federal Occupational Health, you can resolve problems and 
become happier, healthier and even more productive at home and at work. 
 
Convenient Access by Phone or on the Web 
Employees need only call 800-222-0364 or (888) 262-7848 (TTY) from anywhere in the United States to 
receive immediate assistance, 24 hours a day, 365 days a year. You can also obtain information and 
resources online at FOH4You.com. On FOH4You.com, you will have easy access to educational materials, 
self-assessment tools, and specific information on available EAP services. 
 
Counseling Services 
Licensed or credentialed professional counselors provide face-to-face, short-term counseling to 
employees and family members. Counselors can also provide referrals to community resources based on 
client needs, health insurance coverage, and financial resources. 
 
Financial and Legal Services 
FOH’s EAP includes free consultation with financial experts and licensed attorneys to provide assistance 
with legal and financial questions. Services include living will preparation, health care power of attorney, 
housing or real estate matters, estate planning, education funding, retirement planning, and investment 
strategies. 
 
Health and Wellness Presentations and EAP Orientations 
Our health and wellness presentations and EAP orientations support both supervisors and employees. 
Employee-orientation sessions discuss the features and benefits of the EAP, how the EAP functions, and 
how to access and use the EAP. The Supervisor Orientation includes useful information about when and 
how supervisors refer employees to the EAP, documentation, crisis management, privacy, and 
confidentiality. Health and wellness presentations include such topics as conflict resolution, substance 
abuse prevention, balancing work and life, time and stress management, and more.   
 
Supervisor and Risk Management Consultation 
EAP counselors provide guidance and consultation so that supervisors and managers can effectively 
identify, interact with and refer employees with performance or conduct issues to the program. FOH 
counselors are available 24/7 to discuss performance concerns and the appropriate EAP intervention.  
 
Critical Incident Response  
Professionally trained Critical Incident Stress Management (CISM) counselors assist in managing traumatic 
situations such as threats, acts of violence, natural disasters, injury, or death. Immediate management 
consultations, CISM services and follow-up with the organization and individuals are provided as 
appropriate. 
 
Confidentiality 
The EAP is confidential in accordance with both state and federal laws, including the Privacy Act of 1974 
and applicable Confidentiality Regulations (42 CFR 1A2). However, when clients disclose life-threatening 
situations, such as child or elder abuse or threats of serious harm to themselves or others, counselors must 
report these disclosures as required by law. 


Employee Assistance Program (EAP) 
(800) 222-0364 | (888) 262-7848 (TTY) 


www.FOH4You.com 
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FACT SHEET 


EEO COUNSELING AND COMPLAINT 
  


 
The U.S. Small Business Administration (SBA) is an equal opportunity employer.  Any 
SBA employee, former employee, or applicant for employment who believes he/she has 
been subjected to employment discrimination due to race, color, religion, national origin, 
sex (including sexual harassment), age (40 and over), disability (physical or mental) 
and/or retaliation may file a complaint alleging discrimination.  He/she must contact the 
Office of Equal Employment Opportunity and Civil Rights Compliance (EEO&CRC) 
within 45 calendar days of the date they became aware of the alleged discrimination. 
 
 
EEO Counseling 
The Office of EEO & CRC addresses initial complaints from ODA staff and can be 
contacted at the number below.  Upon contacting the Office of EEO&CRC, an EEO 
Counselor will be assigned.  The EEO Counselor will advise the aggrieved of his/her 
rights, conduct an informal inquiry into the allegation(s) of discrimination, and attempt to 
resolve the complaint at the lowest possible level. 
 
 
Alternative Dispute Resolution  
After every initial counseling contact, for current employees, EEO&CRC evaluates each 
case for potential Alternative Dispute Resolution (ADR) resolution through mediation.  If 
ADR results, during mediation, a neutral third party facilitates a discussion to resolve the 
issues in dispute. 
 
 
Contacting the Office of EEO & CRC  
For additional information on EEO Counseling, please contact the Office of EEO & CRC 
at the address or phone number below. 
 
 


U.S. Small Business Administration 
Office of Equal Employment Opportunity and Civil Rights Compliance 


409 Third Street SW, Suite 4600 
Washington, DC  20416 


(202) 205-6750 
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EMPLOYEE RESPONSIBILITIES AND CONDUCT 
  
Principles of Ethical Conduct 
As an Executive branch employee you hold your position as a public trust. You live up to that trust by 
adhering to general principles of ethical conduct as well as specific ethical standards.  There are fourteen 
principles that broadly define your obligations as a public servant. These principles are summarized as 
follows: 
 


• Public service is a public trust that requires you to place loyalty to the Constitution, the laws and 
ethical principles above private gain. 


 
• You shall not hold financial interests that conflict with the conscientious performance of your duty. 


 
• You shall not engage in financial transactions using nonpublic Government information or allow 


the improper use of such information to further any private interest. 
 


• You shall not, except pursuant to such reasonable exceptions as are provided by regulation, 
solicit or accept any gift or other item of monetary value from any person or entity seeking official 
action from, doing business with, or conducting activities regulated by SBA, or whose interests 
may be substantially affected by the performance or nonperformance of your duties. 


 
• You shall put forth an honest effort in the performance of your duties. 


 
• You shall make no unauthorized commitments or promises of any kind purporting to bind the 


Government. 
 


• You shall not use public office for private gain. 
 


• You shall act impartially. You shall not give preferential treatment to any private organization or 
individual. 


 
• You shall protect and conserve Federal property and shall not use it for unauthorized activities. 


 
• You shall not engage in outside employment or activities, including seeking or negotiating for 


employment, that conflict with your official Government duties and responsibilities. 
 


• You shall disclose waste, fraud, abuse, and corruption to appropriate authorities. 
 


• You shall satisfy, in good faith, your obligations as a citizen. This includes satisfying all just 
financial obligations, especially Federal, state or local taxes that are imposed by law. 


 
• You shall adhere to all laws and regulations that provide equal opportunity for all Americans 


regardless of race, color, religion, sex, national origin, age or handicap. 
 


• You shall endeavor to avoid any actions creating the appearance that you are violating the law or 
the ethical standards promulgated pursuant to the Executive Orders pertinent to ethical conduct. 
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Standards of Conduct 
The principles of ethical conduct outlined above govern our actions as Federal employees.  Standards of Conduct 
policy recognizes that the maintenance of high standards of honesty, integrity, impartiality and conduct by Federal 
employees is essential to assure the proper performance of the Government’s business and the continuance of 
confidence and respect of the public in their Government.  In line with these, we have outlined some examples of 
misconduct (these are not inclusive) in order to assist you to be better informed about the conduct that we do 
expect of our staff.  Violations will result in conduct-based action.   
 
General Misconduct 


• Conduct unbecoming of a Government employee 
• Conducting personal business or non-government business on official time 
• Unauthorized use of Government equipment 
• Off duty misconduct which impacts negatively on SBA 
• Insubordination, which may include: failure to follow the direction of duly recognized authority 
• Failure to follow policies; insolence and abusive language 
• Falsification or concealment of records in a matter of official interest, including time sheets, sign-


in/sign-out sheets, official chronological records 
• Criminal, infamous, dishonest, immoral or disgraceful conduct on or off the job 
• Unethical or improper use of SBA authority or ID 
• Engaging in a financial transaction or possessing interest which conflicts with official responsibilities 


 
Abuse of Hours of Duty 


• Recurring tardiness 
• Absence from duty without permission and without authorization 
• Failing to properly request leave   
• Misuse of sick leave 


 
Government-Authorized Credit Card 


• 30 days or more delinquency 
• Unauthorized or inappropriate use 
• Improper ATM use 


 
Substance Abuse 


• Misuse of intoxicants or drugs while on duty or on Federally-owned or -leased property 
• Possession with intent to distribute an illegal substance on duty or on Federal property 
• Reporting for duty under the influence of intoxicants or drugs 


 
Sexual Misconduct 


• Inappropriate and/or unwelcome touching or other physical contact 
• Pressure for or official action based on sexual favors 
• Inappropriate and/or unwelcome teasing, jokes, actions, gestures, display of visual material of a 


sexual nature or remarks of a sexual nature 
 
Discriminatory Practices 


• Reprisal or retaliation against an individual involved in the EEO complaint process 
• Using remarks which relate to and insult or denigrate an individual’s race, color, religion, national 


origin, sex, marital status, age, disabling condition, or sexual orientation 
• Failure to take appropriate action regarding allegations or findings of discriminatory practices 
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MERIT SYSTEM PRINCIPLES 
  
Employment in the Federal service is covered by a number of laws, regulations and policies.  
Among the most important of these are the Merit System Principles outlined in 5 USC Chapter 
23.  These principles generally require that personnel decisions be made without consideration 
of friendship, favoritism, political affiliation, personal relationships, marital status, or 
discrimination because of age, race, color, sex, religion, national origin, or handicap.  Below are 
the Merit Principles adapted from the statutory language in Section 2301(b) of Title 5, United 
States Code. 
 


• Recruit qualified individuals from all segments of society and select and advance 
employees on the basis of merit after fair and open competition 


 
 


• Treat employees and applicants fairly and equitably, without regard to political 
affiliation, race, color, religion, national origin, sex, marital status, age, or 
handicapping condition 


 
 


• Provide equal pay for equal work and reward excellent performance 
 
 


• Maintain high standards of integrity, conduct, and concern for the public interest 
 
 


• Manage employees efficiently and effectively 
 
 


• Retain or separate employee on the basis of their performance 
 
 


• Educate and train employees when it will result in better organizational or 
individual performance 


 
 


• Protect employees from improper political influence 
 
 


• Protect employees against reprisal for the lawful disclosure of information in 
“whistleblower” situations (i.e. protect people who report things like illegal and/or 
wasteful activities) 
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PROHIBITED PERSONNEL PRACTICES 


 
Outlined in 5 USC 2302 are specific prohibited personnel practices which protect employees and 
applicants for employment from unfair personnel actions.  Generally stated, 5 USC provides that a 
federal employee authorized to take, direct others to take, recommend or approve any personnel action 
may not: 
 
• Discriminate against an employee or applicant based on race, color, religion, sex, national origin, age, 


handicapping condition, marital status, or political affiliation 
 
• Solicit or consider employment recommendations based on factors other than personal knowledge or 


records of job-related abilities or characteristics 
 
• Coerce the political activity of any person 


 
• Deceive or willfully obstruct anyone to compete for employment 


 
• Influence anyone to withdraw from competition for any position so as to improve or injure the 


employment prospects of any other person 
 
• Give an unauthorized preference or advantage to anyone so as to improve or injure the employment 


prospects of any particular employee or applicant 
 
• Engage in nepotism (i.e., hire, promote, or advocate the hiring or promotion of relatives) 


 
• Engage in reprisal for whistle blowing – i.e., take, fail to take, or threaten to take or fail to take a 


personnel action with respect to any employee or applicant because of any disclosure of information 
by the employee or applicant that he or she reasonably believes evidences a violation of a law, rule or 
regulation; gross mismanagement; gross waste of funds; an abuse of authority; or a substantial and 
specific danger to public health or safety (if such disclosure is not barred by law and such information 
is not specifically required by executive order to be kept secret in the interest of national defense or 
the conduct of foreign affairs – if so restricted by law or executive order, the disclosure is only 
protected if made to the special counsel, the inspector general, or comparable agency official) 


 
• Take, fail to take, or threaten to take or fail to take a personnel action against an employee or 


applicant for exercising an appeal, complaint, or grievance right; testifying for or assisting another in 
exercising such a right; cooperating with or disclosing information to the special counsel or to an 
inspector general; or refusing to obey an order that would require the individual to violate a law 


 
• Discriminate based on personal conduct which is not adverse to the on-the-job performance of an 


employee, applicant, or others 
 
• Take or fail to take, recommend, or approve a personnel action if taking or failing to take such an 


action would violate a veterans’ preference requirement; and 
 
• Take or fail to take a personnel action, if taking or failing to take action would violate any law, rule or 


regulation implementing or directly concerning merit system principles  








SALARY TABLE 2014-GS 
INCORPORATING THE 1% GENERAL SCHEDULE INCREASE 


EFFECTIVE JANUARY 2014 


Annual Rates by Grade and Step 


Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 


WITHIN 
GRADE 


AMOUNTS 
1 $  17,981 $  18,582 $  19,180 $  19,775 $  20,373 $  20,724 $  21,315 $  21,911 $  21,934 $  22,494 VARIES 
2    20,217    20,698    21,367    21,934    22,179    22,831    23,483    24,135    24,787    25,439 VARIES 
3    22,058    22,793    23,528    24,263    24,998    25,733    26,468    27,203    27,938    28,673    735 
4    24,763    25,588    26,413    27,238    28,063    28,888    29,713    30,538    31,363    32,188    825 
5    27,705    28,629    29,553    30,477    31,401    32,325    33,249    34,173    35,097    36,021    924 
6    30,883    31,912    32,941    33,970    34,999    36,028    37,057    38,086    39,115    40,144    1,029 
7    34,319    35,463    36,607    37,751    38,895    40,039    41,183    42,327    43,471    44,615    1,144 
8    38,007    39,274    40,541    41,808    43,075    44,342    45,609    46,876    48,143    49,410    1,267 
9    41,979    43,378    44,777    46,176    47,575    48,974    50,373    51,772    53,171    54,570    1,399 
10    46,229    47,770    49,311    50,852    52,393    53,934    55,475    57,016    58,557    60,098    1,541 
11    50,790    52,483    54,176    55,869    57,562    59,255    60,948    62,641    64,334    66,027    1,693 
12    60,877    62,906    64,935    66,964    68,993    71,022    73,051    75,080    77,109    79,138    2,029 
13    72,391    74,804    77,217    79,630    82,043    84,456    86,869    89,282    91,695    94,108    2,413 
14    85,544    88,395    91,246    94,097    96,948    99,799    102,650    105,501    108,352    111,203    2,851 
15    100,624    103,978    107,332    110,686    114,040    117,394    120,748    124,102    127,456    130,810    3,354 
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Welcome to the Office of Disaster Assistance.  We're pleased that you have joined us and we hope this will help 
you to better understand our operating guidelines and requirements.  If you have any questions, you may ask 
them during your orientation or you may discuss them at a later time with your supervisor. 
 
Workweek 
The regularly scheduled workweek is Monday through 
Friday. During periods of low disaster activity we have 
made available an Alternative Work Schedule (AWS).  
The 5/4/9 work schedule is four 9-hour work days and 
one 8-hour work day one week and four 9-hour work 
days with one day off the other week.  The 4-10’s work 
schedule is a four day work week of 10 hour days with 
one day off a week.  When we experience a low 
disaster activity period, we will issue further details. 
 
Lunch Period 
While working Monday through Friday, each employee 
is required to take a lunch break.  Thirty minutes of this 
time is unpaid and is incorporated as part of the daily 
work schedule.  Monday through Friday, employees 
may not work through lunch and claim overtime.  
When you are required to work overtime on Saturday 
or Sunday, there is no regulatory requirement to take a 
lunch period; although managers do have that 
discretion.   
 
Breaks 
Two (2) 15 minute breaks are split throughout the day 
to take care of personal needs. We do not have set 
break periods as some State and local governments 
have.  This office is "smoke-free" and smokers are to 
use only the designated smoking areas.  Please note:  
there are no special smoke breaks.  If supervisors 
determine that an individual is abusing break times 
then conduct action may be taken. 
 
Performance and Conduct 
Your supervisor should always be your initial source 
of information concerning performance (quality and 
quantity) and conduct (attendance, work habits, work 
behaviors, etc.).  In addition, this orientation package 
details your responsibilities in regard to conduct 
situations. 
 
 
Paid Holidays 
There are ten holidays, listed below, for which you 
will receive pay.  If the holiday, such as Christmas, 
falls on a weekend, then the preceding Friday or 
following Monday is considered to be the Federal 
holiday.  If you are required to work on any of these 
holidays, you will receive eight hours of holiday pay 
at your regular pay rate plus whatever hours worked 
on the holiday at your regular rate up to eight hours.   


 
Anything over 8 hours on the holiday would be paid 
at the regular overtime rate. 


 
Federally Recognized Holidays 


New Year's Day 
Martin Luther King's Birthday 


Presidents' Day 
Memorial Day 


Independence Day 
Labor Day 


Columbus Day 
Veterans' Day 


Thanksgiving Day 
Christmas Day 


 
To be paid for a holiday, you must be in pay status 
for at least one hour the day before or one hour the 
day after.  Being in pay status means that you either 
are at work for at least one hour, or you have 
approved annual or sick leave for at least one hour 
the day before or the day after. 
 
Political Activity 
The Hatch Act does not permit you to run for partisan 
office.  Certain other political activities are expressly 
prohibited while you are on duty. Please contact the 
Administrative Attorney in the Personnel and 
Administrative Support Center in Herndon prior to 
becoming involved in any political activities. 
 


U.S. Small Business Administration 
Office of Disaster Assistance 


 


ORIENTATION FOR NEW EMPLOYEES 







GENERAL OFFICE INFORMATION 
 
Office Security 
ODA is committed to making our work environment 
as safe as possible.  In addition there are some 
things that you can do to help. 


1. Be aware of your surroundings; if something 
looks out of place, report it. 


2. Do not leave valuables where they can easily 
be accessed or in plain sight. 


3. Report anything stolen immediately. 
4. Take the opportunity to leave in pairs if 


exiting the building late at night. 
5. Make sure all visitors use the front entrance 


and sign in at the Reception Desk. 
6. Wear your badge at all times.  Report lost or 


stolen access badges immediately. 
7. Never give out your computer password. 
8. Log off of your computer every time you 


leave your desk. 
 
Cell Phones 
Personal cell phones will be turned off or set on vibrate 
during work.  They may be used at breaks and during 
lunch periods.   
 
 
 
Break Room 
It is everyone’s responsibility to keep the break room 
clean, including the microwave, counters and 
refrigerators.  Please wipe up any spills. 
 
 
 
Open Door Policy 
Disaster Assistance has an open door policy.  That 
means you should feel comfortable going to your 
immediate supervisor to discuss any concerns you 
may have.   
 
 
Office Attire 
Casual business attire is appropriate.  Regardless of 
position or work schedule, you are considered to be a 
professional and should dress accordingly.  Therefore, 
please use good judgment in selecting appropriate 
office attire.  Dockers, khakis, jeans, etc. that are neat 
and clean are allowed during the week.  Sneakers are 
acceptable on Fridays.  Saturdays and Sundays are 
more relaxed with sneakers and sweat suits allowed.  
Shorts, tanks, beachwear, flip flops, sloppy clothing, 
untucked shirts, or excessively tight or revealing 


clothing are not appropriate office attire.  Employees 
arriving in inappropriate outfits, especially related to 
excessively tight or revealing clothing, may be directed 
to go home and change.  One note: if you are unsure if 
an outfit is appropriate for the office, then you probably 
should not wear it. 
 
 
Privacy and Confidentiality 
All employees have a professional and legal 
obligation to protect and maintain the confidentiality 
of the information and records with which we work. 
This confidential information must be protected from 
theft and accidental or unauthorized disclosures.  
Most information contained in SBA paper and 
electronic case files and records is confidential, 
including employee and applicant/borrower 
information.  Official files or records are not to be 
removed from the work site, except under very 
specific circumstances.   
 
We deal only with the applicant or an authorized 
representative when discussing details of an 
application or loan.  You should also avoid discussing 
applicant specific or employee specific information 
outside of work.  Even if this information is not used 
by those who overhear your conversation, it may 
reflect negatively on you, the Agency, and other 
federal employees. 
 
You may never use confidential information for 
personal gain.  Waste paper containing confidential 
information must be shredded. It may not be left lying 
around the workplace or disposed of in regular trash 
receptacles. 







USE OF GOVERNMENT EQUIPMENT 
 
Employees and contractors are expected to conduct 
themselves professionally in the workplace and to 
refrain from using Government resources for 
activities that are inappropriate or offensive, such as 
materials that are sexually explicit or ridicule others 
on the basis of race, creed, religion, color, sex, 
handicap, national origin, sexual orientation, etc.   
SBA employees do not have a right, nor should they 
have an expectation, of privacy while using any 
Agency equipment at any time, including accessing 
the Internet or using e-mail.  By using Agency 
equipment, employees imply their consent to 
disclosing the contents of any files or information 
maintained or passed through Agency office 
equipment.  
 
Telephone Usage 
The telephones are to be used only for official 
business; some exceptions include emergency 
situations, parents making a call to home to determine 
whether or not children have arrived safely; calls to 
doctors concerning medical conditions or to make 
appointments. Using the office telephone for other 
personal calls may result in conduct action. When 
dialing long distance, dial 9-1 + area code and 
numbers.  If you are aware of friends or relatives 
calling in on the toll free lines, advise them to stop.   
 
E-Mail 
E-mail is for official use only and is subject to the 
same restrictions on use and to the same review 


process as any other Government-furnished resource 
provided for the official use of employees.  Using the 
system for the transport, delivery, storage or 
distribution of personal messages, files, images, or 
animations, is prohibited. 
 
Password Security 
You are responsible for changing your password 
every 90 days.  The minimum length of the password 
is 8 characters and must include upper and lower 
case letters, numeric and/or special characters.  Do 
not give out your password to anybody. 
 
Desktop Security 
Do not leave your computer logged on if you leave 
your desk for any reason.  You must lock it even 
though a password-protected screensaver secures 
the desktop after 10 minutes of inactivity. 
 
Internet Services 
As with other SBA resources such as SBA’s 
telephone and fax systems, you are allowed limited 
personal use of SBA’s Internet services.  You may 
make occasional personal use of the Internet on your 
own time, provided that such use is of short duration, 
does not adversely affect or hinder the mission of the 
SBA, and no fee is charged to SBA.  Supervisors 
have management authority and responsibility to 
ensure that you appropriately use your official time 
and resources. 


 
PAY AND OVERTIME 


 
 
Pay periods are broken into two-week periods, which 
begin on a Sunday and end on a Saturday.  A pay 
period chart is included in your package for your 
convenience.  Your official payday is Thursday, 12 
days after the end of the pay period.  You are 
required by statute to have your check directly 
deposited into a checking or savings account.  
Usually, checks are deposited into your account on 
the Monday before the payday; however, some 
banks do not post the transaction until the next day. 
 
Night Differential 
You are eligible for night differential (10%) when your 
regularly scheduled tour of duty includes work after 6 
p.m. Night differential is paid in addition to overtime, 
Sunday, or holiday premium pay.  
 
 
 


 
Overtime Rate 
If your position is classified as FLSA NonExempt, 
your overtime rate will equal one and a half times 
your basic rate.  However, if your position is classified 
as FLSA Exempt, your overtime rate may be less 
than one and a half times your basic rate depending 
on your basic rate of pay.   
 
As a FLSA NonExempt employee, you cannot be 
required to earn compensatory time in place of 
overtime unless you request it.  In addition, you also 
may not work longer than the hours set by your 
supervisors, including any authorized overtime. 
 
40-Hour Requirement 
Regarding overtime, if you use leave without pay 
(LWOP) on a weekday, your overtime will be 
affected.  There is a 40-hour work week rule that 
states you need to have 40 hours of paid time (i.e., 







worked time, annual leave, or sick leave) in a week 
before you can receive overtime.  If you do not have 
40 hours of paid time accumulated, you will be paid 
at the regular rate until you have reached 40 paid 
regular hours. 
 
Daily, however, you are paid overtime for hours 
worked in excess of 8 regular hours.  If you report for 
duty on a Wednesday, and you work 10 hours, you 
will be paid for 8 regular and 2 hours’ overtime that 
day.  The same holds true for Thursday and Friday.  
On Saturday, you likewise would be paid for 8 regular 
hours and 2 overtime hours because of the 40-hour 
work week rule. 


Final Pay 
When separating, you will want to be sure your travel 
card is completely current, and that you have 
returned all government property before you leave.  A 
lump-sum payment will be made for any unused 
annual leave approximately two to four weeks after 
you separate.  Prior to issuing the lump-sum 
payment, there will be a full audit of your leave 
records.  Any discrepancies will be reconciled and 
added/subtracted from your final check. 
 
 


WORKPLACE VIOLENCE 
 


SBA has a zero tolerance policy when it comes to 
workplace violence, the threat of violence, and 
disruptive behavior.  This policy furthers the Agency’s 
commitment to provide a healthy, safe, and 
productive work environment.  The goal is to maintain 
a work environment free from violence, threats of 
violence, intimidation, harassment or other behavior 
of a disruptive nature because such behavior 
interferes with accomplishing SBA’s mission.  You 


must report such behavior immediately to a 
supervisor or manager, who has an obligation to deal 
with such situations immediately. 
 
Title 18 prohibits “dangerous weapons'' on Federal 
facilities (owned or leased).  “Dangerous weapon 
means any instrument, material, or substance, 
animate or inanimate, that is used for, or is readily 
capable of, causing death or serious bodily injury”. 


 
SEXUAL HARASSMENT 


 
All persons have the right to apply for positions and 
work in an atmosphere of mutual respect that is free 
from sexual harassment.  Sexual harassment is a 
serious conduct offense that will not be tolerated in 
our workforce.  The Equal Employment Opportunity 
Commission defines sexual harassment as 
deliberate, repeated, unsolicited, or unwelcome 
sexual advances of all types.  A person is harassed 
sexually when submission to conduct of a sexual 
nature is made either explicitly or implicitly a term or 
condition of employment; submission to or rejection 
of such conduct is used as the basis for employment 
decisions affecting such individual; or, when such 
conduct unreasonably interferes with work 
performance, or creates an intimidating, hostile, or 
offensive work environment. 
  
It is SBA policy to provide a work environment free of 
sexual harassment, prohibit all sexual harassment, 


explicit or implicit, comply with the letter and spirit of 
all laws and regulations governing sexual 
harassment, taking immediate appropriate action 
both when sexual harassment is alleged or proven, 
and ensure availability of formal complaint channels 
for allegations of sexual harassment to all 
employees.  
  
Some simple, basic guidelines include: don’t discuss 
items of a sexual nature in the office; don’t make 
lewd or demeaning comments; don’t tell jokes of a 
sexual nature; don’t repeatedly ask someone for a 
date once they have said “no”. 
 
If you feel that you are being harassed, alert a 
supervisor as quickly as possible.  Management has 
a duty to address all incidents of potential sexual 
harassment. 


 
EQUAL EMPLOYMENT OPPORTUNITY 


 
It is the policy of SBA to provide equal employment 
opportunity for all persons.  Actions based on race, 
color, religion, national origin, physical or mental 
disability, sex, age, sexual orientation, or other non-
merit factors will not be tolerated.  We will ensure that 
employees are free from any and all restraint, 


interference, and retaliation for participating in any 
stage of the equal employment opportunity complaint 
process.  SBA’s SOP 37 13 outlines its EEO program 
and includes all timeframes which must be met for 
timeliness in the complaint process. 







 
OUTSIDE EMPLOYMENT OR ACTIVITY 


 
The fourteen principles of ethical conduct, which 
apply to Federal employees (see the attached fact 
sheet), require that outside employment not conflict 
with official government duties.  Therefore, you 
should discuss all outside employment or volunteer 


activities with the Administrative Attorney in the 
Personnel and Administrative Support Center in 
Herndon, VA.  
 


 
CHILDREN IN THE WORKPLACE 


 
Children are not permitted to make extended visits to 
SBA offices.  A short visit to show off a new baby or 
introduce your children to your fellow employees is 
fine, provided it does not disrupt or impede Agency 


business.  As with all visitors to our facilities, they 
must enter through the front entrance and sign-in (or 
be signed in). 


 
WEATHER DISMISSAL 


 
The winter months may cause some days of 
inclement weather which could create delays in 
reporting to work, necessitate closing the office, or 
early dismissals.    The following are different 
scenarios and how they will be handled: 
 
If there is an announcement on radio or television 
that the office is closed, employees are excused from 
duty without loss of pay or charge to leave.   
 
If there is no announcement that the office is closed, 
employees are expected to report to work on time, if 
possible.  You must decide for yourself whether it is 
safe and prudent for you to come to work any time 
there are adverse weather conditions.  For those 
employees who make it in even though they are late 
by an hour or two, administrative leave may be 


granted to cover tardiness.  Those who are unable to 
come in are charged with annual leave or leave 
without pay.  


 
If there is an announcement for an early dismissal, 
employees will be dismissed according to their 
normal departure times from work.  For example, if a 
3-hour “early dismissal” policy is announced, an 
employee who normally leaves at 4:30 pm would 
leave at 1:30 pm.  Employees who leave work earlier 
than their early dismissal time will be charged annual 
leave or leave without pay from the time of their 
departure through the remainder of the 
normally/regularly scheduled workday. Employees 
already on pre-approved leave or unscheduled leave 
for the entire day will be charged for leave for the 
entire day. 


 
INJURIES/ACCIDENTS ON THE JOB 


 
If you sustain an on-the-job injury while working for 
the SBA, report the incident immediately to your 
supervisor.  Even if the injury does not require 
medical treatment, you will be asked to complete an 
injury report form, a CA-1.  Supervisors may obtain 
the CA-1 from the Personnel Office.  If the injury 
requires immediate attention, the Personnel Office 


will also provide you with a Form CA-16, 
"Authorization for Examination and/or Treatment."  
This form will authorize the physician or facility of 
your choice to bill the government directly.  However, 
if misconduct or disregard for safety causes the 
incident, medical bills will be the responsibility of the 
individual. 


 
TELECOMMUTING 


 
While all eligible Office of Disaster Assistance employees are encouraged to participate in the Telecommuting 
Program whenever possible, our mission and program requirements may limit the opportunity for 
telecommuting.  The Center Directors, or designees, have the authority to approve an employee’s 
telecommuting arrangement when it is determined to be beneficial in achieving ODA’s mission. 
 
If any employee anticipates requesting the authority to telecommute, even on an ad hoc basis, they need to 
formally apply in accordance with SBA SOP 33 59 1.  In some functions it may be difficult to approve 
telecommuting due to the nature of the work.  
 







ABSENCES FROM WORK 
 


Requirements 
If you are going to be late for duty, you must call 
your supervisor directly as soon as possible but 
no later than the end of the first 2 hours of your 
tour of duty.  If you don’t, you may be placed in 
absent without leave (AWOL) status and you will 
lose pay.  More importantly, depending on the 
circumstances, the AWOL may be used then or 
later for leave restriction or further conduct 
action.  On rare occasions, probably not more 
than once in a two or three week period, you 
might run a little late due to circumstances such 
as a flat tire or an accident on the highway which 
delays traffic.  On these rare occasions and at 
management’s discretion, you will not be 
charged with leave, up to the first 15 minutes, 
and it is expected that you will make up this time 
at the end of your normal workday schedule.  
Any additional time will require completion of a 
leave slip to request annual leave or leave 
without pay.  It is expected that you take traffic 
and/or parking into consideration in order to 
arrive at work on time.  
 
Recurring and/or excessive tardiness will result 
in one or more of the following:  leave 
restrictions, AWOL, further conduct action. 
 
Leave must be requested and approved in 
advance except in certain emergency situations. 
 
Leave Without Pay (LWOP) 
LWOP is an approved absence without pay 
(unlike AWOL).  If you are absent from work on 
approved leave and do not have the appropriate 
leave accrued, you may be charged LWOP.  
Note: LWOP may be substituted for sick or 
annual leave; annual leave may substitute for 
sick leave; but sick leave may not substitute for 
annual leave (except in very specific 
circumstances).   
 
Annual Leave 
For eligible employees, annual leave is provided 
for two general reasons: 1) to allow for an annual 
vacation; and, 2) to provide periods of time off for 
personal purposes.  When you request annual 
leave, your supervisor will balance the needs of 
the agency and the office against your need for 
time away.  Whenever possible, the supervisor 
will approve the absence.  Except for emergency 


situations, annual leave must be approved in 
advance and in writing by your supervisor.  Leave 
accrual rates are as follows: 
 
Length of Service Pay Period A Year 


0-3 years 4 hours 13 days 
3-15 years 6 hours 20 days 
15+ years 8 hours 26 days 


 
Your Earnings and Leave Statement (AD Form 
334) will show your leave balances and any 
amount subject to forfeiture.  The maximum 
number of hours which may be carried over from 
one leave year to the next is 240 hours.   
 
Sick Leave 
Sick leave can be used for five reasons: 1) 
personal illness or incapacitation; 2) physician, 
optical, or dental appointments; 3) exposure to a 
contagious disease which would endanger the 
health of co-workers; 4) to care for family 
members who are sick or need assistance; 5) to 
attend the funeral of a close family member.  For 
reasons 4 and 5, you are limited to 40 hours of 
leave per calendar year unless your sick leave 
balance is in excess of 80 hours.  If your 
balance is over 80 hours, higher limits apply and 
you should consult with the Personnel Office for 
details.  All full-time employees, regardless of 
length of service, earn 4 hours of sick leave per 
pay period (13 days per year). There is no limit 
on the amount of sick leave that you can accrue.  
 
If you are ill, you must call in as soon as possible 
but no later than the end of the first two hours of 
your normal work schedule and, unless 
previously directed otherwise, you must speak 
directly with your supervisor.  If you are sick for 
more than 3 days, verification from your doctor 
may be requested.  Frequent use of sick leave 
may result in a requirement to provide a doctor’s 
certificate for each absence due to illness.   
 
Other Paid Absences 
There are certain other occasions when you may 
be absent from work and still be paid -- such as 
holidays, jury duty, or witness service.  Be sure to 
check with your supervisor in advance. 
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